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28 September 1965

MEMORANDUM FOR:

Subject: Significant Records Mamagement Trends

1. In accordance with your telephone request today for informtion

indicating significant trends in Records Mamagement, I am indicating
below certain facts which I believe you will be interested in baving.

a. Destruction of Reccords in Headgquarters Offices Increases

Rocords destroyed in heedquarters offices bave increased
annually from 3,953 cubic feet in 1957 to 30,522 cuble feet in the
Tiscal year lﬁ , an increase of almoet 800 percent. This can be
attributed primmrily $o the development of records controls sghedules
for almost all of Headquarters records, revisions in records controls
schodules providing for esphasis on destruction in offices rather
than transfer to the Records Center, and maturity of instructions in
records controls schedules.

b, Records Transferryed to the Records Center Stabilized

The grosa volume of records transferred from offices to the
Records Center seemsz 1o be stabilized at about 15,000 cublc feet
annvally. No significant change is expected.

¢« Records Retained in Offices Increascs

Records in offices inmcressed in the fiscal year 1964 by
about 30,000 cubic feet; during the years 1961 through 1963, however,
growth bad been stabilized at about 160,000 cublie feet. The sbnormel
growth in 1964 1s due primarily to an increase of over 100 percent in
records holdings in the RPIC ares, greater use of quick copying
machines, and mn increase in the volime of records collected from
sources oubside the sgency. There is alsc evidence that increased
activity towards autamiticon bas brought about a greater asccumulation
of paper holdings because offices are reluctant to destroy hard copy
until the conversion from manual to mechanical methods lhes been
validated.

d. Reduction in Requirements for Safe-Type Filing Equipment
In the fiscal year 1965, the Office of Loglstics had turmed

in to them 301 pieces of safe-type filing equipment vhich were excess
to office needs. In addition, the Office of Logistics daclared 132
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pleces of safe-type £iling equipment surplus tc all agency needs
and dlsposed of it through GSA facilities. This significant
development is due to greater disposition activity snd a continued
trend towards the use of Shelf Filing techniques as contrasted to
conyentloml equipment.

2. Forms Mavagement Activitiss Increase Significantly

There was & slgnificant inerease in all pheses of forws
panagement activities in the fiscal year 1965--359 new official
forms were established, the largest muber since 19553 264 official
forms were revised, the largest mumber since 1960; and 141 officisl
forms were elimineted, the greatest volume since 1961.

Thie significant work load is attributableto such Lfactors
as the new sgency retirement progrum, which wag responsidle for the
development of 150 new forms already, and Increased activity in
converting mamul methods tc mechanical processes. It is expected
that this incressed work load in forms management will continue
during the next fiscal year.

2. These obserwmtions have been prepared rather hurridly to meet
your deadline requirement. As a consaequence, I my have overlocked some
significant items.

Chief, Lhwxda mauﬁéian Staff /oS

me/RA{  |tws (27 8ep 1965)
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